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Grant Writing and iSupplier Agenda 

×Grant Writing Tips

×Online Bidding

×Creating a Quote 

×Revising a Quote

×Unlocking the Quote

×Printing the Quote

×Submitting a Quote

×Acknowledging Addendums
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Grant Writing Tips
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Grant Writing Tips ïProposal Development
Designed to Provide Helpful Tips and Recommendations for Grant Writing

ÅRead the Funding Announcement (RFP) Carefully and Ensure Alignment with 
Organizationôs Mission and Goals - Understand the Organizations Needs

ÅThoroughly Review the Proposal and Incorporate a Team Approach for 
Development and Review 

ÅEnsure that the Organization Has the Capacity to Implement/Execute and 
Accomplish Program Goals and Secure Executive/Board Approval (as 
required)

ÅConduct an Analysis of the Need, Cost Benefit, Resources, Current 
Organizational Structure, and Fiscal Capabilities

ÅEnsure Capability to Comply with Fiscal, Programmatic Requirements, Long 
Term Compliance Requirements

ÅClearly define services to be provided directly or through partnerships/linkage 
agreements with other agencies that are appropriate to achieving desired 
outcomes
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Grant Writing Tips ïProposal Development
ÅñTell the Storyò with the Narrative and Budget and Write Convincingly/ Persuasively -

Present a logical solution to a problem. 

ÅDemonstrate that the Organization Understands the Request and Can Meet the Need 
of the Granting Agency 
ÅUnderstand the Funderôs Needs and Target Population & Challenges

ÅResearchto ensure that the program is a good fit for the organizationôs 
mission/goal/needs 

ÅProvide Statistics when Possible and Necessary and Best Practices

ÅHighlight strong national or local evidence base that aligns with best practices for the 
relevant program

ÅDemonstrate an effective approach to identifying and retaining program participants

ÅShow the Value the Organization will Bring to the Project; Identify Key Staff 
Responsible for Completing the Proposal
ÅExperience

ÅStaffing

ÅPartnerships

ÅKnowledge-base

ÅFiscal Capacity
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Grant Writing Tips ïProposal Development

ÅBasic/Major Areas of a Proposal: 

ÅOverview of Organization and Mission Statement 

ÅProblem Statement

ÅProposed Solution

ÅCost and Justification

ÅGoals and Objectives

ÅProposal Details 

ÅImpact/Results/Outcomes

ÅImplementation Timeline

ÅRisks and Challenges

ÅCollaborations/Partnerships

ÅTracking Tools and Systems

ÅResources and Capabilities
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Grant Writing Tips ïProposal Development

ÅDemonstrate Financial and Administrative Capacity to Execute 
a City Contract

ÅPrepare a Responsible Budget with Current Job Descriptions 
and Resumes

ÅReview Budget and Provide Appropriate Justification for 
Expenses

ÅEnsure Budget and Narrative are Consistent and All Figures 
Tie-Out

ÅProvide Realistic and Obtainable Objectives/Outcomes/Goals 

Delegate Agency iSupplier (eProcurement) Training 

Material
7



Grant Writing Tips ïGeneral Reminders

ÅEstablish the Timeline and Work Backwards to ensure Timely 
Submission ï

ÅProject Planning/Resources/Required Documents/ Certifications

ÅDo Not Procrastinate Wait to Draft and/or To Submit

ÅSet Calendar Alerts 

ÅUse an Outline and Checklist

ÅParticipate in All Technical Assistance and/or Webinar Session 
- Ask Questions/Take Notes

ÅUse Calculating Software to Minimize Human Error

ÅSpell Check
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Grant Writing Tips ïGeneral Reminders

VStart Early/Log In

VOrganize Concepts

VWrite persuasively

VFollow the RFP and 
Supplemental 
Details as Instructed

VProvide Strong 
Content and 
Concise 

VUse Correct 
Grammar

VComplete All 
Requirements and 
Fields

VDouble Check Prior 

to Submission ï
Internal Control and 
Quality Control 
Review 

VReview the 
Evaluation Criteria 
and the Associated 
Weights/Scoring 
Value

VBe Honest/Forthright 

VUse a Checklist

VAttend Pre-
Conference

ÅEnsure All Required 
Attachments are 
Submitted

ÅLetters of Support, 
Resumes, 
Graphs/Charts, 
Previous Results, 
etc. 

ÅName Attachments 
Properly with 
Consistent  
Format/Style Titles 
and Header 
References (as 
Necessary)

ÅLeverage calculating 
software

VSubmit Before or 
On Time
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ONLINE BIDDING
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http://www.cityofchicago.org/eProcurement
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Login

ÅSelf Management ïPassword Resets
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Online Bidding Folder 
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Option 1: View and Respond to RFP
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Search by Entering RFP Number

2 Options for Searching and Responding to a Quote



Respond and Terms and Conditions 
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Enter the RFP number and Select Respond

Read and Accept Terms and Conditions



Create a Quote and Complete Requirements
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Option 2: View Attachments and Respond 
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Enter the RFP number and Click Hyperlink



View Attachments and Respond 
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Complete Lines
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ü Enter Requested Budget in Appropriate Lines

ü Do Not Enter a Zero

ü Do Not Enter Punctuations (Periods or Commas, etc.)

Save Draft or Continue to Submit Stage 



Electronic Signature 
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ü Enter First and Last Name

ü Read and Acknowledge the Disclosure Statement 

ü Submit Button is Available to Select



Finding an RFP and Managing Existing
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View Full List 
ÅAllows Users to View All Responses for an Agency
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